UBI Policies and Procedures Manual

-A -

Abbreviations 1-10
Acronyms 14-1
Addenda 4-1

See also Location Addendum 7-6, 7-7
Renewable License Addendum 6-12,

7-4, 7-5
Address Conventions
See Name and Address Conventions
1-10
Agency Required Data 8-40, 8-41, 9-14
Agency Unique Questions
See Questions and Help

-B -

Business Entity Types 1-1, 3-4, 3-5, 6-3
Defined 14-3
Inquiry screen 8-27

Business License Services
See Licensing, Dept. of

Business Structures
Defined 3-5
See also Business Entity Types, Sole
Proprietorship, Partnership,
Limited Partnership, Corporation,
Foreign Corporation, Limited Liability
Company, Limited Liability
Partnership

-C-

C Number 6-27
See also Unified Business Identifier
Cash/Currency/Cash Receipts -
transmitting
See Chapter 4
Change Form, UBI
See UBI Change Form
Checks
Cashier's/certified 4-3
Dishonored 4-18, 4-19
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Personal/business 4-3
Company Types
See Business Structures, Business
Entity Types
Computer Screens
MMLS Application list for UBI 8-17
MMLS Business Entity Inquiry
#1, 8-27
#2, 8-28
MMLS Search 8-11
Detail Inquiry Access (INQA) 8-18
Detail Search 8-13
Location List 8-15
UBI Name Address Inquiry 9-3
General Information 9-5
UBI Agency Acct Number Xref 9-6
UBI Alpha Xref Inquiry 9-8
UBI/DOR Name/Address Inquiry
9-10
UBI New Account Add #1, 1-5
UBI New Account Add #2, 1-7
UBI New Account Add #3, 1-8
UBI News Detail 9-13
UBI News Inquiry Main Menu 9-12
Unverified Account Update 9-14
General Information 9-15
WHAT 8-3
Confidentiality 6-29
Corporation
Defined 14-4
Trade names 5-11
See also Business Entity Types,
Foreign Corporation
Corporations Division, Secretary of State
Cash Handling 4-13
Questions & Answers 6-20

-D-
Definitions 14-2
Dishonored Checks

Policy 4-18
Procedure 4-19
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Domestic Employer 3-5, 4-1, 6-8
Defined 14-4

Drafts/Warrants 4-3

Duplicate UBI accounts 1-3, 1-4, 1-9

-E-

Employment Security Department
Cash Handling 4-6
Questions & answers  6-7

-F-

FEIN (Federal Employer Identification
Number)
Required Fields on Form SS-4
Procedure 2-5
Limited Liability Co (LLC)
Instructions 2-8
Corporation Instructions 2-9
Questions & Answers 2-10
SS-4 Form 2-12
WA UBI Service Providers
Assignment of FEIN
Policy 2-1
Procedure 2-3
Foreign Corporations 2-2, 6-22
Defined 14-4
Forms
Agency contacts 7-6
Information for New Registrants
7-11
Location Addendum 7-8
Policy 7-6
Procedure 7-7
Ordering Forms
Policy 7-9
Procedure 7-10
Renewable License Addendum
Policy 7-4
Procedure 7-5
UBI Change Form 7-3
Policy 7-1
Procedure 7-2

-G -
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Glossary
Acronyms 14-1
Definitions 14-2

-H -

Handling Fee, Master Application 4-1
Help Desks

Policy 6-1

Procedure 6-2

Defined 14-5

Phone numbers 6-1

Industrial Insurance
For Business Owners 3-8
Questions and Answers 6-10, 6-25
Information released 6-30
Information to New Registrants 7-11
Internet Related Items
See Chapter 10

-L-

Labor & Industries, Dept. of
Cash Handling 4-7
Questions & Answers 6-10
Licensing, Dept. of (Master License
Service)
See also: MMLS Navigation
Address 4-17
Dishonored Checks 4-18, 4-19
Temporary Registrations 5-4, 5-5
Contacts and Help for 6-2
Getting a UBI, registering 6-10
Questions and Answers 6-12, 6-23,
6-24, 6-27
Ordering forms for 7-10
Limited Liability Company
Defined 3-5, 14-6
Industrial Insurance 3-8
Questions & answers 6-20
Limited Liability Partnership
Defined 3-5, 14-6
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Questions & answers 6-20
Limited Partnership

Defined 3-5, 14-6

Questions & answers 6-20
Location Addendum 7-6. 7-7

-M -

Master Application (formerly Master
Business Application)
Accepting Master Applications
Policy 3-1
Procedure 3-2
Addendum 7-6, 7-7
Application types 3-1
Completing a Master Application
Policy 3-3
Procedure 3-4
Data entry conventions 8-30
Handling fee 4-1
Master Application Packet Mailer 3-14
Sample Master Application 3-10
Questions & Answers 6-23
Master License Service (MLS, MMLS)
See also: Licensing, Dept. of
Agency Required Data 8-41
APPL 8-16
Confidentiality 8-2
Data Entry Conventions 8-30
Data Entry Error Definitions 8-40
Data Entry Rules for the Master
License System 8-29
INQA 8-18
INQR 8-26
Master Application
Front Page 8-30
Section 1, 8-31
Section 2, 8-31
Section 3, 8-31
Section 4, 8-34
Section 5, 8-39
MMLS Codes and Definitions 8-4
MLS Navigation 8-1
Searches 8-10
WHAT 8-3
Minor Work Permits
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Policy 5-12
Procedure 5-13
MMLS
See Master License Service
Money Orders

See chapter 4
-N -

Name & Address Conventions

Policy 1-10

Procedure 1-11

Postal addressing standards 1-13
Non-UBI Transactions

Policy 4-16

Procedure 4-17

-P-

Partnership
Changes in 6-5
Defined 3-5, 14-7
See also Limited Partnership, Limited
Liability Partnership

Payments
See Transmitting Master Application
Payments Chapter 4

Postal addressing standards 1-13

_Q_

Questions & Help
Confidentiality 6-29
Frequently Asked Questions 6-23
Master Application 6-23
UBI 6-27
Labor & Industries, Dept. of 6-10
Department of Licensing 6-12
Employment Security Dept. 6-7
Revenue, Dept. of 6-15
Secretary of State, Corporations
Division 6-20

-R-

Renewable License Addendum
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Policy 7-4

Procedure 7-5
Resale Certificate 6-17
Resale Number 6-27

See also Unified Business ldentifier

Revenue, Dept. of
Cash Handling 4-12
Questions & answers 6-15

-S-

Screens
See Computer Screens
Seasonal Business
See Seasonal Registrations
Seasonal Registrations
Policy 5-6
Procedure 5-7
Defined 14-8
Sole Proprietorship
Defined 3-5
Special Applications
Policy 5-1
Procedure 5-2

-T-

Tax Registration 1-3, 5-3, 6-17, 8-7, 8-9,

8-26
Tax Number

See Unified Business Identifier (UBI)

Number
Temporary Registration
Policy 5-3
Procedure 5-4
Timber Tax 4-1, 9-20
Trade Names
Policy 5-8
Procedure 5-11
Defined 14-9
Transmitting Master Application
Payments Chapter 4
Dishonored Checks
Policy 4-18
Procedure 4-19
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DOLTransmittal Process Incl. Cash
Handling (Pending) 4-10

UBI

DOR Transmittal Process Incl.
Cash Handling 4-12
ES Transmittal Process Incl.
Cash Handling 4-6
L & | Transmittal Process Incl.
Cash Handling 4-7
Master Application Handling Fee
Policy 4-1
Procedure 4-1
Payment for Non-UBI
Transactions
Policy 4-16
Procedure 4-17
Receipts of Payments
Policy 4-3
Procedure 4-4
SOS Transmittal Process Incl.
Cash Handling 4-13
Transmittal Requirements
Policy 4-14
Procedure 4-15

-U-

See Unified Business Identifier (UBI)
Number
Unemployment Insurance 63-8, 6-7, 6-25
See Employment Security Dept.
Unified Business Identifier (UBI) Number
C Number 6-27
Defined 14-9
Duplicate accounts 1-3, 1-4, 1-9
Policy 1-1
Procedure — Correcting, 1-9
Procedure — Searching, 1-3
Procedure — Issuing, 1-5
Resale Number 6-27
UBI Change Form 7-1, 7-2
UBI Navigation

See Computer Screens

Questions & Answers 6-27

15-4



